Commonwealth of Massachusetts
Executive Office of Health and Human Services

Virtual Gateway

Executive Office of
Health and Human Services

Virtual Gateway
- @

Buisuagy
Service Trackind

" |l Mass.gov/eohhs

Invoicing

Enterprise Service Management

School Based Health Center (SBHC)
Fall 2006 Release 3 Version 1






Table of Contents

MODULE 1: GETTING STARTED.....ucccvinniinninsnnssensssnsssssssssssssssssssssasssssossssssassssasssss 1
What is the Virtual GALEWAY? ............cc..ccovueeeeieeeiiieeiie et eaae e 1
SYSLEM ROGUIFEIMENES ...........ooeiieeiie ettt et et e et e e e aeees 3
Accessing the Virtual GALEWAY ...............cc.oeeueeeieieeiiieecie e eee e 4
Accessing Virtual GAteWay SEFVICES .............ccocveueeeiieeiieiieeeeeiee e 6
Password Management...................cccoooceuueeecueeeiiieeeiieeeeee e 6
Virtual Gateway Help Desk INfOrmMation.................cccccoevvuieiiiniiiaiieiieeceeeieeeeeie e 7

MODULE 2: INTRODUCTION TO EIM/ESM.....cccvieniinsiisensssicsessssssssessssssssssssssssss 9
WRA iS EIM/ESM? ........cooooeiieee ettt 9
EIM OVEFVIOW ..ottt et e et e et e st e e enaeennneee e 10
ESM OVEFVIOW ...ttt et e e e e e e s ebaa e e e 10
Benefits Of EIM/ESM ............ccoooooiiiieiiieeee ettt sae s 11

MODULE 3: EIM/ESM NAVIGATION BASICS.....uinniiniinnninnnnssnicssessssssssssssssosasese 13
TRIFOAUCTION ...ttt e eeaee e eaee e nneeens 13
MOAUIE LINKS ...ttt e 13
The NAVIGALION BAT............ccccooeiiiiiiieeeie ettt et e e e enaae e 14
SOAVCH ...t 15
SOAVCH RESULLS.......c.oeeeeeeee et et e et eennee e 15
BUOAACTUMDS ...t 16

MODULE 4: INTAKE, ELIGIBILITY AND ENROLLMENT OVERVIEW......... 17
OVOIVICW ..ot e et e e et e e e e et e e e et e e e e abaeeeeentbaeeeeensseeeeenneees 17

MODULE 5: SEARCHING FOR A CLIENT ....ucivviinninnnsinsunssessessssssessssssassssssasssessns 19
SeArching fOr CIIEMLS ..........ccc.ooiiiiiiiiiiee ettt 19
Access Client SeArch PAE ...............ccccoooueeeiiieiiieeie et eaae e 19
SCAVCH PUOCESS..........ooeceeeieeeee ettt et et e e et 20
FQCE SHEEL...........ooeeeeeeeeee e 21
Face Sheet INfOFMALION.................cccccocoiiciiiiiiiiiiiii ettt 22

MODULE 6: ADDING AND EDITING A CLIENT ....cccoveninrnnenserssesssrssessanssasssessas 23
Client Information OVeTVIEW ...............cccceiuiiiueiiieit ettt 23
AAAING @ CLIENL ...t et e et eeaeeesnnee s 23

MODULE 7: ADDING AND EDITING CLIENT INFORMATION.......ccccceeverenneene 25
Client Information OVETVIEW ...............ccc.eeueecueesueeeieeeeeeieeeieeste e saeeesee e sseesseeeaens 25
Adding Client INfOVMALION..................cccciiiiiiiiiiiiie et 25
PO SONALINSO ...ttt ns 26
Adding Address INfOrMALION. .................ccoccciiiiiiiiiiiiiieee e 26
Updating Address INfOrMALION .................cccooovuiiiiiieiieeeie et 27
Adding Phone INfOrMAION ...............cccccoiiiiiiiiiiiiiii et 28
Updating Phone INfOFMALION................c..ccccueeiiuiieiiie et 29

NAVIGATION BAT ..ottt 29



Adding Cultural Background infOormation.................c..cccoeecveeieeiienieeiieiieeie e, 30

Updating Cultural Background INfOrmation ................c.ccccocevvieoinicniiiniiinieeeene 31
AdAING LANGUAZES ..ottt et ssee e snsee e 32
Adding Household CRAraCteriSHICS ............c.cocueviiiiiiiiiiiiiieeee et 33
Adding Insurance INfOrMALION ..................cccueevcuieiiiieeiie ettt 34
Editing Insurance INfOrmMation. ...............ccccccooiiiiiiiiiiiiiieiieee et 34
What is @ CONSENL? ..........cc.cooeiiuieiiiiiiiiiiiieeet ettt 35
AAAING CONSENLS ...ttt 35
UPDAQUING CONSEILS ..ottt e etae e enraeeenaeeeeanee s 36
Adding and Updating Client INfOrMAtioN...................ccccoceeviioiiiiiniiiiiiieiieeieee e, 36
Editing Client Information From the Face SReet ..............ccccccooevveveiaiienieaiieeiraneenne, 37

MODULE 8: ENROLLING A CLIENT INTO A PROGRAM STARTS WITH
ELIGIBILITY 39

ELGIDility OVerview ..........c.cccciuiiiiiiiiiiiiieet et 39
Single Activity ELIGIDIlitY ........c...ccooieiiiiiiii et 40
Results of Eligibility SCFENING..............ccccccoeiiiiiiiiiiiiieiieeeee e 41
New Annual Enrollment Process/Re-Enrollment Requirements...................c...ccocue..... 41
Managing the Enrollment PrOCESS..............ccouviioieiiiiiiieiieee et 42
Create ENFOLIMENL.............c..cccooiiiiiiiiiiiee e 43
Accessing the Enrollments PAe..................ccccocciaiiiiiiiiiiiiiieiieee e 44
The Enrollment ASSESSMENE .............cccuiiuiiiiiiiieeie ettt ettt 44
Completing an Enrollment ASSESSMENL.................cccocuvviroiiniiiiiieiiecseee e 45
DiSenrolling @ CLIENL..............ccccuveiiiieiiiieeie et 47
Re-enrolling @ CLIENL..............cccocuiiiiiiiiiiiiet e 48
MODULE 9:  ADDING SERVICES ...cuuiiinirsinsnissensissanssesssnsssssssssssssssssssssssssssssssess 49
Adding Service PIANS .............ccccciiiiiiiiiiiiiii ettt 49
Service Delivery Data Tips: ACRU ...........cccccooioiiiiiiiieiiieiieee et 50
Adding ProfesSional SerViCes ...............ccccuiiiiiiiiiiiiiiiieie et 50
AAAING @ DIGGIOSIS.........ocuiiiiiiieee ettt ettt 52
Completing a Screening ASSESSMENL...............ccccivuiiieiiiiaiieit et 53
Recording Service RESULLS...........c.cccuooiiiiiiiiiiieeeee e 53
Recording ServiCe RESULLS.............ccveeecuiieiiieeeiee ettt 54
UPAQEING STATUS ........ccveeieieee ettt ettt ee e saae e 54
MODULE 10: MANAGING SERVICE PLANS......ccoviininninniinsninsnisssissssssssssssns 55
Managing Service Plans: ASSigned ReSOUTCES .............cc.cccueeveeeveeeiiaiieaieeeiieeeeeeee e 55
MODULE 11: | 28 D1 0.1 2 1 00 57
K@Y TOIMLS ...ttt e e 57
Accessing the Reporting FeQture...................cccceeveiieiiieeiiieeiieeeiee e 57
REPOTLS CALALOG ...ttt 58
Entering Report CHILEFIA. .............cccueeieeiiii et e e ee e e iaaee e 59
Enrollment StAtus REPOTT.............cccoeceiiiieiieiie et 60

TrOUDLE ~SHOOTING ...ttt e e e e aaees 60



Commonwealth of Massachusetts I".?

Executive Office of Health and Human Services Virtual Gateway y?‘““"
1

Module 1: Getting Started

Introduction The Virtual Gateway is a single point on the internet for accessing
programs and services offered by the Executive Office of Health and
Human Services (EOHHS).

Enterprise Invoice Management/Enterprise System Management
(EIM/ESM) is a web-based billing and service delivery reporting
system for Purchase of Service (POS) providers and is one of the
many services offered through the Virtual Gateway. Use of specific
EIM/ESM functionality is discussed in later modules.

This module discusses the following topics:
e What is the Virtual Gateway
e System Requirements
e Accessing the Virtual Gateway
e Accessing provider services (including EIM/ESM)

e Password management

What is the The goal of the Virtual Gateway is to streamline service access and
Virtual coordinate service delivery. It serves three important groups:
Gateway?

e Internal Health and Human Services staff
e Service provider staff

e Consumers
In addition to EIM/ESM, the Virtual Gateway also offers:

e Catalog: An online catalog with descriptions of several of the
most widely used programs in Health and Human Services.

e Screening & Referral: A short online survey for consumers
and providers to determine potential eligibility for select
EOHHS programs. Multiple services can be assessed at the
same time.

e Common Intake: A single, online data collection tool for
registered providers to create applications for multiple
EOHHS programs on behalf of clients (login required).

Fall 2006 R3VI Enterprise Service Management Page 1
Getting Started
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What is the
Virtual
Gateway?

(continued)

Transitional Assistance Gateway: An online inquiry tool for
registered agencies to view secure case management
information for various transitional assistance programs,
including Food Stamps, financial assistance, and homeless
services (login required).

Provider Data Management: An online service that gives
Purchase of Service (POS) providers a single place to view,
upload and edit information commonly requested by Health
and Human Services agencies. The service also provides
EOHHS agencies with a single place to view provider
information (login required).

Service and Transition Planning: An online tool for
registered EOHHS staff and providers to support
collaborative treatment planning and referral services for
certain children served by EOHHS (login required).

IRIS Services for Deaf and Hard of Hearing Consumers:
An online service for service providers to request ASL
interpreter or CART services on behalf of consumers; for
ASL interpreters and CART reporters to post availability
schedules, review and apply for open jobs (login required).

Homeless Management Information Systems: The
Homeless Management Information Systems (HMIS) perform
data collection to capture information about citizens who
experience being homeless over a period of time (login
required).

Mental Retardation Quality Management Reporting
(HCSIS): A service for Purchase of Service providers,
Department of Mental Retardation (DMR) staff, human rights
coordinators, and others to file clinical information and
reports on incidents, medication occurrences, restraints, and
investigations for DMR clients (login required).

Senior Information Management System (SIMS): An
online data collection, case management, and reporting tool
for Executive Office of Elderly Affairs (EOEA) agencies and
providers. It enables users to track various programs for
elders, including intake and referral, home care, nutrition,
clinical assessments, and more (login required).

Page 2

Enterprise Service Management Fall 2006 R3V1
Getting Started



Commonwealth of Massachusetts Y
Executive Office of Health and Human Services Virtual Gateway :-5'?“1‘.“9',"..',"
"

System
Requirements

System Requirements for EIM/ESM and the Virtual Gateway

All computers used to access the Virtual Gateway require Internet
Explorer 6.0 or higher.

For the EIM/ESM application, the minimum system requirements
are:

e Windows (98, 2000 or XP Business)
o Internet Explorer 6.0 or higher

e 800x600 screen resolution

e 300MHz CPU and 128MB RAM

Additionally, the preferred system features to enhance the
performance of EIM/ESM are:

e Windows XP (Business Class)
e 1024x768 screen resolution
e 500MHz CPU and 256MB RAM

Acceptable Alternatives:

e Operating System
o Mac OS X
e Browsers:
o Safari (Mac)
o Firefox
o Netscape

Note: Testing on the EIM/ESM application has not been conducted
on these alternative platforms therefore compatibility issues may
result.

Tip: If a lower screen resolution is selected, then the user needs to
select the “Smaller” text size.

1. Select the View menu from the Internet Explorer browser.

Select Text Size>>Smaller.

Fall 2006 R3VI

Enterprise Service Management Page 3
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Accessing the
Virtual
Gateway

Access to EIM/ESM is through Virtual Gateway Provider Services.
To Access Provider Services:

1. Open an Internet Explorer session.

2. Type the web address http://www.mass.gov/eohhs in your
browser.

3. Select Provider Services Gateway ENTER>>

Health and Human Services .

T
HOME || CONSUMERS | PROVIDERS | RESEARCHERS | GOVERNMENT [ |

FMass.Gov Home F State Agencies b State Online Services|

Mass.Jjov =

and Human Services

> Difice of Medicaid
[hassHeatth

> Office of Children, Youth, and
Family Services

> Difice of Digabilties and

H Secretary Timothy R. Mur n Online Services
Secretary hiurphy " Service Catalog " Manage Provider Dats
] Wiglcomes You to EOHHE = Screening and Reterral = Service and Transition
= ntake Planningg
] = Sign Language Interpreter
Transitional Assistance 204N Language IMerpreter
[ select an Agen Gatewsy Setvices
- y
Executive Office of Health Mare.. Community Resources

Welcome to the

»n GATEWAY

' Health & Human Services '/

Community Services
» Oiffice of Health Services
» Departnent of Elder Affairs
» Departnent of YWeterans'

Yocational Rehabilitation
Helps People with Disabilities Achieve

During the last two years, over
5,000 Commaonwealth citizens

IHea\th & Human Senvices 'I

n Hews & Updates

Heslth Alert: Mosguito
related iinesses

R Facts at a Glance

Romney Announces Federal
Grant to Expand Wets
Cemetary

Toll-Free Mumber to Expedite
Services to Katrina
Evacuees

Massachusetts Departnent
of Public Heslth Reports
Additional Human Case of
Eastern Eguine Encephaltis

Services . " -
with disabilities have become Fomney Signs $25 Milion
Maore... ermployed through the Public Emergency Appropristions
Bill for Hurricane Hatring
[E Homeland Securit “ocational Rehabilitation S

Frogram. Wyith rehabilitated

ermployes eamings of over $100
- million, Massachusetts receives
returns ranging from $14 to §13 fo
each §1 invested

Mational Threat 2

Provider Services
Gateway

ENTER >+

n Key Resources R

- MassHealth (Medicaic)
B800-531-2229
Child &huze and Medlect
800-792-5200

The Massachusetts Rehabilitation Commission (MREC)
administers the program that "promates dignity through m Careers
employment, creating financial independence one person at Health and Human Services
atime." MRC serves Massachusetts residents with leaming

Tip: Once you are in the Virtual Gateway, you must use the
navigation tools that are part of the application not your internet

browser’s Back and Forward ( € =) buttons.

Page 4 Enterprise Service Management Fall 2006 R3V1
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Accessing the You are directed to the Business Services page for login.

Virtual . -

Health and Human Services Mass. /o ’L.-,i.
Gateway T e T o s
(continued)  Maso.Gouome ) State

+ State Online Services

Virtual Gateway Business Services

The Virtual Gateway offers a new way 10 access health and human senice programs. To L ]
get started, login to the right, or learn how to become an authorized user The following

online services are currently available

Catalog: #n online catalog with descriptions of several
ofthe mostwidely used programs in Health and Hurnan

Senices Login
Screening & Referrak: # short online survey for Username l:l
consurners and providers to determine potertial

eligibility for select EOHHS programs. Multipla services Password

can be assessed atthe same time icage-gensitive)

Intake: & single, online data collestion tool for registered [Submit )
providers to create applications far multiple EOHHS -

programs on behalf of clients. (Login reguired.)

Eorgot password?

Homeless Management: An online data collection, case management, and reporting
tool for registered homeless shelters and providers to manage daily operations within
their arganizations (Login required)

Virtual Gateway Help Desk:
13004210938

Mental Retardation Quality Management Reporting (HCSIS): An online service for 1617.988.3301 (TTY)

providers and registered EOHHS staffto report and monitor quality managerment 9 AM -5 PM. Monday - Friday
information for individuals served by the Department of Mental Retardation (Login
required)

4. Enter Username and Password.
5. Click Submit.
The Virtual Gateway Business Services page displays.

Note: Security requires that each person have a Virtual Gateway
username and password.

Fall 2006 R3VI Enterprise Service Management Page 5
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Accessing The Virtual Gateway Business Services page displays after you
Virtual have successfully entered your username and password. You can
Gateway select the service(s) you wish to access from this page. You can call
Services the Virtual Gateway Help Desk if you need any assistance: 1-800-
421-0938.
Health and Human Services Mass.

'l

Mass.Gov Home | State Government  State Online Services

Welcome Provider iuserone Last Update: April 13, 2006 2:08 P

Virtual Gateway Business Services

Health & Human Sendces v

BN The Virtual Gateway will be
¥ e unavailable August 24 from 10
Health and Human Services PM until 6 AM, for system

r Virtual Gateway maintenance.
*rrﬂ <

J\Q.

pumisory

Virtual Gateway Help Desk:
18004210938
9 AM to 5 PM Monday - Friday

o8

lﬁ%@ ii mgires

Password Management
Log Out

Return to the HHE Home page

Note: Once you are logged in, you will have access to EIM/ESM.

Password All users must change their password at first login.

Management After your initial login, you can change your password at any time by

clicking on the Password Management link.

Password policy rules:

e The user will be assigned an ID and temporary password sent
through e-mail by the Virtual Gateway help desk

e The password must contain between 8 and 12 characters and
have at least 1 alpha and 1 numeric character

e Passwords are case-sensitive

e Users will be automatically logged out of the system after 30
minutes of inactivity

Page 6 Enterprise Service Management Fall 2006 R3V1
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P d Health and Human Services Mass. /< =
asswor | consvice ] provoen_ [ eesenoren ] oorermn S
Management 2 Passwiord Management - icrosoft Intemes Expler IR =ES
wielcome Jill Ti| Health and Human Services Mass. :ﬂ
Virtual Gz
F‘Ec'!nnﬁe::ﬂsf:’:rd 8 to 12 charact d contain at least
Hew Password:
Mew Password {(confirm):
Submit | Close
Eﬁrumznagemem h
Important Notice
Important: You will need to disable any pop-up blocker in your
browser to allow the change of password screen to appear. Contact
your network administrator if you need assistance with this process.
Once you login, you can change your password.
To change your password:
1. Access the Business Services page.
2. Click the Password Management link.
The Change Password popup window appears.
Type your new password twice.
4. Click Submit.
Click Close.
Virtual The Virtual Gateway Help Desk is available to assist with:
Gateway . . .
e General questions regarding the Virtual Gatewa
Help Desk e & £ Y
Information e Technical questions or system issues
¢ Questions regarding how to use EIM/ESM
e Password resets
Please be prepared to provide the following:
e Name, organization, phone number, email address
e Module/page/field you were working on (if applicable)
Fall 2006 R3VI Enterprise Service Management

Getting Started
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e Description of the issue or error message

e Perceived criticality

You can reach the Virtual Gateway Help Desk at 1-(800)-421-0938
from 9 a.m. to 5 p.m. Please leave a voice mail if calling after hours.

Note: 1f the Help Desk is unable to resolve your issue while on the
phone, a ticket number will be issued along with any relevant
workarounds.

Page 8 Enterprise Service Management Fall 2006 R3V1
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Module 2: Introduction to EIM/ESM

Introduction The EIM/ESM service provides functionality for a variety of
provider and agency users. These functions are presented as modules
within EIM/ESM. Modules that are required to complete day-to-day
responsibilities are covered in this user manual. Users have access to
their required modules when logged into EIM/ESM. Other modules
will not be accessible.

Each module in the EIM/ESM service has a corresponding module in
one of the EIM/ESM user manuals. This module discusses the
following topics:

e What is EIM/ESM?
e EIM/ESM Overviews
e Benefits of EIM/ESM

What is Enterprise Invoice Management/Enterprise Service Management
EIM/ESM? (EIM/ESM) is a web-based billing and service delivery reporting
system for Purchase of Service (POS) providers.

Enterprise Invoice Management (EIM) is an EOHHS-wide invoicing
and service delivery reporting tool which coordinates invoicing and
reporting across POS programs, agencies, and providers.

Enterprise Service Management (ESM) supports providers
contracted through the Department of Public Health (DPH) with a
client management and service tracking tool. ESM fully integrates
and coordinates delivery and administration of care across DPH
programs, bureaus, and providers.

This manual focuses on client and service management
functionalities available in ESM. Additional information about
EIM/ESM can be found under the Provider tab of the EOHHS web
page: www.mass.gov/eohhs.

Fall 2006 R3VI Enterprise Service Management Page 9
Introduction to EIM/ESM
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EIM Overview  EIM (Enterprise Invoice Management) enables provider
organizations to invoice or bill EOHHS agencies for certain Purchase
of Service (POS) contracted services.

Invoices:

e Are generated and submitted by providers through EIM
e Are automatically adjudicated within EIM
e Adjudication results can be viewed in EIM
PRC (Payment Request for Commodity):
e Are generated within EIM
e Can be tracked through EIM

ESM Overview ESM (Enterprise Service Management) enables provider
organizations to maintain their client roster, program enrollments,
service plans, case management plans, and encounter documentation.

Client Management:
e Accepts electronic applications
e Maintains client information
Service Management:
e Determines eligibility
e Enrolls clients
e Manages authorizations
e Enables service planning and tracking

Note: Initially, ESM will be deployed for DPH programs only.

Page 10 Enterprise Service Management Fall 2006 R3V1
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Benefits of How does the EIM/ESM service benefit providers?
EIM/ESM o Simplifies reporting and invoicing for purchased services

e Enables providers to track invoices through the adjudication
and payment process, providing information about status,
adjustments, date of payment, etc.

e Provides unprecedented enterprise reporting capabilities to
provider organizations as well as agencies

What are the benefits of EIM?
e Provides expedited payment
e Provides real-time payment processing
e Offers access to up-to-date financial data
What are the benefits of ESM?
e Provides access to dynamic data collection and reporting
e Provides online, client-based enrollment

e Enhances referral throughout treatment episode

Fall 2006 R3VI Enterprise Service Management Page 11
Introduction to EIM/ESM
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Module 3: EIM/ESM Navigation Basics

Introduction Navigation is simple and consistent throughout each module in
EIM/ESM. The topics in this module will help you:

e Understand the modular structure of EIM/ESM
* Navigate through each module

e Search for records

Module Links When a user logs into EIM/ESM, the module links are immediately
available at the top of the page.

Health and Human Services Mass.

0 Office o 0 0

| Home | Clients | Case Management | Authorizations | Billing [ Contracts [ Credentials | Administration [ Report | Help | Logout |

Welcome

Alerts

09/05/2008 Jtest |
0341 212006 This is the Clean DB Loaded from the Covansys clean up 3M 2 connected to Pilot Orgs from 5/26

Displaying 1-2 of 9 | View all Alerts

Tasks

No Tasks Exist.

Appointments
No Appointments Exist.

EIMESM USER CERTIFICATION

By submitting billng or service data by selecting save, release, or authorize, you acknowizdge that you are responsible for entries made under your user idertification name. If you submi kiling or
service tiata through EM or ESM for Brocessing, you agree that yiu are certifying Undsr the pains and penalties of perury that it ks your intertion to attach an electronic sionaturs aprroval and cate to the
EIM or ESM biling or service data, and that sither.

FOR AGENCY USERS

& ou hiave been tielegsted signature authorizetion by Your agency to Sparove the HocUMEnt (and SUpRarting cocUmEntation) &3 part of Your agency's internal control process; OR
» The document you are processing (and any supporting documentation) has received prior written approval by an authorized sigatory of the agency, Secretariat, and ciher recuired ertties, and that o
copy of any such writen approval is avaiable at the agency referencing the EIM or ESM tiocument number

FOR PROVIDER USERS

*» Vouhave been given authority by your provider organization to approve, reject, modify and submit documents through EIM anel ESk

ALL USERS AGREE AND ACKNOWL EDGE THAT ALL INFORMATION SUBMITTED TO EIM AND ESM IS ACCURATE AND COMPLETE

Each module link corresponds with a functional area: the Clients
module provides access to eligibility and enrollment functions, the
Report module provides access to reports, etc.

Clicking a module link to navigates you to the corresponding
features.

| Home | Clients | Case Management | Authorizations | Billing | Contracts | Credentials | Administration | Report |

Fall 2006 R3VI Enterprise Service Management Page 13
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The Navigation = When a module is selected, a corresponding navigation bar appears
Bar on the left side of the page, allowing users to navigate to related
functions.
Home " Gilents | Gase Management | Authorizations | Biling | Gontrasts | Gredentials | Administration | Report | Help | Logout
Current Location: Client > Client Search
Client Client Search
» Client Search »
» Advanced Client ftleast one search criteria must be entered
EoERED Last Name: | | First Name:
» Case Search
» Cross Activity 1D: | |
Framb Iy ID Type:
» Applicant Search DareTet
SSESa- e B
The default page—the page that displays first when a module is
selected—varies by module, but it is typically a search page.
Page 14 Enterprise Service Management Fall 2006 R3V1
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Search Searching for records is the first step in most EIM/ESM functions.
Users search for clients, invoices, contracts, etc., depending on the
functions they use.

| Home | Clients [ Case Management | Autharizations | Billing | Contracts | Credentials | Administration | Report | Help | Logout |

Current Location: Client > Client Search
Client Client Search
» Client Search »
» Advanced Client Last Name: |Torres First Name:
Search
» Case Search 1D:
1 (kb LR ID Type: |Select Belaw v
Eligibility
» Applicant Search E;;:;?" E
» Quick Intake
Your search did not return any results. Please add a client

Users search by entering a value or wild card search in a criteria
field.

The wild card is %o. It can be used in alpha-numeric fields alone or
with other characters:

If the criteria is... The results will be...
%son Thompson, Johnson, Mason
m%n Man, Mason, Mellon

The %o can be used alone to return all records; however, searching
for all records may be slow process.

Tip: To narrow down search results, populate as many search criteria
fields as possible (for example last name, birth date etc.)

To search:
1. Enter criteria in a field

2. Click Search

The search results appear.

Search Results Search results consist of a list of linked records:

Search Results
Date of

Last Name First Name D Birth Address City Region State

( Torres ) ‘Edward ‘999999999 ‘SSN ‘06’28”990‘ ‘ ‘
-

Click the linked field to select and view the record.

Fall 2006 R3VI Enterprise Service Management Page 15
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Breadcrumbs

Breadcrumbs at the top of each page allow the user to navigate to
previous pages easily.

| Current Location: Client = Client Search > Face Sheet = Client Summary |

In the above example, the current page displayed is Client
Summary. To return to the Client Search page, simply click

Q Back,
. Do not use the browser button.

Page 16
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Module 4: Intake, Eligibility and Enrollment Overview

Overview

‘Who Provider Intake Staff who enroll applicants in
School Based Health Centers.

'What 1. Manage client intake information
2. Screen clients for eligibility

3. Enroll clients into a program

When A client is created in ESM for eligibility screening
and enrollment.

Fall 2006 R3VI Enterprise Service Management Page 17
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Searching for a Client

Client Search is the only way to access client records.

Client Search should be used prior to creating a new client record to
determine whether the person already exists in the database. This
helps avoid duplicate records.

You can use the search feature to locate records for review and
enrollment.

First, log in to ESM.

Search Page To access the Client Search page:

Click the Clients module.

The Client Search page appears.

Tip: The Client Search page is the default.

B R R —

'h Client Searc

I 1

Hints:
e To add a client, enter both a first and last name.
e The unique identifier (ID) is an alpha code only.
e To search by the client’s auto-generated unique identifier,

use either the first or last name field.
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Search Process Begin at the Client Search page.
1. Enter search criteria.

¢ You can search by partial criteria in the names fields (for
example, A returns all names beginning with A)

e You can use the % wild card for all fields except social
security number. Using the wild card alone in a name
field returns all records; however, the response time is
slower for wild card searches.

e Available fields include:

e First or last name
e Date of birth
e [D/ID Type
Tip: To narrow down search results, populate as many search criteria
fields as possible.
2. Click Search
The search results are listed below the search criteria.
Client Search
Last Name: Torres First Name:
1D:
ID Type: | Select Below ~
Bt fEH
Search Results
LastName First Name ID gﬁl“ Address  City Region  State
Torres Edward ‘999999999 ‘SSN ‘05’28”990 ‘ ‘ ‘ ‘ ‘
Display1to 1 of 1|
3. Select the linked field from the search results.
The Face Sheet page appears.
Important: Review Face Sheet to check SBHC required eligibility
data fields are populated.
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Face Sheet The information displayed on the Face Sheet is collected during
intake.
[[ERgREiE Y Client #11982 : Edward A. Torres
» Face Sheet »
» Client Summary Application Summary
» Referrals
» Relations
»Insurance Client Summary
- g,onsler:st, - First Name Middle Name Last Name SUffix Type
E’;lgli;ﬁitev ctivity Edward A Torres Primary
» Eligibility Assessment
» Enroliments Personal Information
::‘g:r':::r:s Date of Birth: 06/28/1990 Age: :SE)Year(SJ 2Montn(s) 802y | Gonder: M
Sl gy Mt orade

In what language do you prefer to read or discuss health related materials? English

Contact Information

Effective a . :
Erany Effective To Restricted Primary
85 Russ Street | Boston, MA, 02108 Horme 08/28/2006 Mo Mo
Effective = .
Phone Number Extension Type Erae Effective To Restricted Primary
(617)555-7278 Home 08/28/2006 [ils} Mo

Primary Relation
First Name Middle Name Last Name Type

Personal Information

Date of Birth: Age: Gender:
Social Security Highest Grade
Number: Completed:

In what language do you prefer to read or discuss health Relation

related materials? Type:

Effective

Phone Number Extension Type From Effective To Restricted Primary

Household Characteristics

. Number of Children Living in
Number of Adults: 1 Household: 1
Family Income: $2,500.00 Income Frequency:  Monthly
Employment Status: Marital/Relationship Status: Never Married
source of oy ginnort,

Income/support:

Insurance
Insurance Name Type Policy Number Group Number E?:.:tw! if:utivz Primary
Other Medicaid DE/28/2008 No
Cultural Background
Spanish/ Hispanic/ = .
Latino: Yes U.s. Citizen:  Unknown
Ethnicity: Puerto Rican Date of entry in the U.S.:
Race: White Date or Year of Citizenship:
Country of Birth: Number of Years a Citizen:
Comments:

Tip: You cannot edit information directly within the Face Sheet;
however, you can easily navigate to editable forms from this page by
selecting appropriate menu in the navigation bar on the left side.
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Face Sheet The Face Sheet is a summary of all client information available in
Information the system.

It includes:
e client summary information
e personal information
o contact information
o demographic information
» household characteristics
= cultural background
o referrals
e relations

e insurance information

e consents
» Face Sheet [ 3

» Client Summary |

» Referrals wAddresses [ 3
» Relations » Phones
» INSurance » Email Addresses
» Consents » Alternate Hames
w Cultural Background [ 3

» Languages

» Employment

» Household Characteristics
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Module 6: Adding and Editing a Client

Client
Information
Overview

Adding a Client

Your search results is a summary of all clients/students:
e who are currently enrolled in the program
e with an enrollment status that has not yet been determined

e with enrollments that have been expired

Begin at the Client Search page.

Current Location: Client > Client Search

Client Search

Client

Client Search »
» Advanced Client
Search
» Case Search 1D:
» Cross Activity
Eligibility
» Applicant Search
» Quick Intake

Last Name: |Torres First Name:

ID Type: |Select Below -

Date of
Birth: E

Your search did not return any results. Please add a client

1. Click add a client link.
The Add Client page appears.

Current Location: Client> Client Search > Add Client

Add Client

Client

» Advanced Client Prefix:
Search

» Case Search

» Cross Activity
Eligibility

» Applicant Search
» Quick Intake

Select Below |~

“First Mame: |Edward Middle Name: “Last Name: |Torres

Highest Grade g o0 pr-

Suffix: || Select Below ~ Completed:

06/28/1950

‘Date of Birth: Age: System

Generated

‘Gender: |M-Male ~

“Social Security 999.99.9999

Refused [] Unknown []
Number:

Save New Client

2. Enter required information.

3. Click Save Hew Client |

The Client Summary page appears, with newly entered
information.

Client Summary

Client Added Successfully
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pa ———
Manage Client Client #11982 : Edward A. Torres
» Face Sheet
»clientsummary _ » Client Summary
» Personal Info
Primary Address:
» Referrals -
. Primary Phone
» Relations Number:
L
» Single Activity ‘First Name: | Ecward Middle Name: |A ‘Last Name: | Torres
Elelg:il)gI:::rlyI’ityAssessmenr Surfix: Higg;ﬁ.:{:ﬁ |SEIEEIEEIDW "l
» Enreliments
» Waivers ‘Date of Birth: 5 ;ﬁ;ﬁ?gg% E)ay(s) *Gender: | M-Male 5
» Services E
‘sociarlj;lt:y (999-95-8599 | Refused [ unknown []
Date Created: gg%g%gup?hﬂ Created By: bbillings
Date Changed: Changed By:
[ Save Changes H Delete Client ]
You can update Client Summary information andL£ave Changes |
or LDelete Client |
Tip: The system assigns a unique “Person/Client ID #”.
Client #12054 : EWBTR EWBTR
L
Application Summary
\
Client Summary
EWETR [ [EweTR | [Prirnary |
Eddie | ‘ ‘N\Ekname |
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Module 7: Adding and Editing Client Information

Client When managing client information you can:
Inforn.latlon ¢ Add totally new information for a client
Overview

e Update existing client information from the Face Sheet

If clients are being screened for the first time, then the intake worker
would be collecting and entering all information needed to make an
eligibility determination for the particular program the incoming
client is applying for in order to enroll in a program.

Adding Client To add client information for the first time you must enter the
Information following information for:

1. Personal Info including:
a. Addresses
b. Phones
2. Referrals
3. Relations
4. Insurance
5. Consents

Note: The above information can also be updated at any time once
entered.
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Personal Info

To add personal info:

Start from the Applicant Face Sheet Summary page, select
Personal Info from the navigation bar.

The Addresses page appears.

Adding Address o Addreczes > ,
X » Phones Addresses
IllfOI'matIOIl » Email Addresses No Address Information found. You may add a new Address.
» Alternate Names
» Demographics
1. Click add a new Address link.
The Add Address page appears.

» Cultural Background

» Languages » Language

o i UEpiC 2 ‘Language Proficiency Preferred Landuage Date Created Date Changed

» Household

Characteristics

No Languages found please add Language

Personal Info Client #11982 : Edward A. Torres

» Addresses »

» Phones Add Address

» Email Addresses .

» Alternate Names st

» Demographics :

‘Address "'_I"_E 85 Russ atreet |
Address Line 2: ‘ |
‘State: || MA he “City: |Boston “Postal Code: | 02108
County: | Suffolk ~ EOHHS Region: poyue pecion & BOSTON REGION
Pril Address
adgaress: ] Restriction:
wrecive SRS | o er [
Comments:
2. Enter required information.
3. Click (Save New Address |
The Addresses page reappears with the newly entered
information.

Personal Into Client #11982 : Edward A. Torres

» Addresses
» Phones Addresses
1: i:::ln'::': ,:::: Address Type % Effective To Restricted Primary
» Demographics 85 Russ Street , Boston, WA 02108 ‘Hmme ‘DE/QE/ZD[IE No No

| Display 1to 1 0f 1|
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Updating To update Address information:

Address 1. Click the Address link.

Information

(continued) The Update Address page appears.
Personal Info Client #11982 : Edward A. Torres
i:::eei’ Update Address

» Email Addresses
» Alternate Names
» Demographics

*Address Type:|[ >

Address Line
(5
Address Line 2:

65 Russ Street

*State: | MA v City: ||Boston *Postal Code: || 02108 v
County: |Suialk + EOHHS Reglon: o ic pegioN 6 BOSTON REGION
Primary Address
Address: O Restriction: O
Effective  UB/28/2006 )
Effective To: E
From:
Comments:
. 0B8/28/2006 .
Date Created: g,po oo Created By: bhilings
Date Changed: Changed By:

save Changes |[__ Delete Address

2. Edit required information.

Save Changes

3. Click

You are returned to the Addresses page.

Tip: To remove the address entered, click |_Delete Address
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Adding Phone
Information

1.
The Phones page appears.

Select Phones from the navigation bar.

Personal Info

» Addresses

Client #12150 : John Smith

» Phones » Phones

HIEMAlIATE e SES) No Phone Information found. Please add phane
» Alternate Names

» Demographics

2. Click the add phone link.
The Add Phone page appears.

Personal Info

Client #11982 : Edward A.
»n Addresses

Torres

» Phones » Add Phone

» Email Addresses
» Alternate Names
» Demographics

‘Phone N:mber *Phone Number: (617)555-7278
ype:

Extension: I:l

Primary Stree

t
raeest [ seiect Below

|

Primary Phone:

O

08/28/2008
‘Effective From:

Restriction:

SR —

Phone 0

Comments:

- |E

Enter required information.

Click LSave New Phone |

The Phones page reappears with the newly entered

information.

Personal Info

» Addresses

Client #11982 : Edward A. Torres

»Phones » Phones

» Email Addresses
Phone Number

» Alternate Names

Type

Effective
From

Phone
Restriction

Primary
Phone

Effective To

» Demagraphics (617)556-7278 [Home

08/28/2008 Mo No

| Display 1to 1 of 1|

Tip: You can maintain multiple phone numbers (home, cell phone,

etc.).
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Updating Phone To update Phone information:
Information I Click the Phone link.

The Update Phone page appears.
|_ Client #11982 : Edward A. Torres

. Phones » Update Phone

. Emall Addreszas ‘

‘Phons N:ﬂ;:l_f Home || | ‘Phons Numbsr: | sss 7278 Extension:
ype:

Frimary Street " o
Address: |Seiect Below

n Alternate Hames
» Demographics

Primary Phone:  [] Rulrl:t'l‘:::' 0

s . DE2R/2006 i 2 E
‘Effective From: m wctive To

Comments:

Date Created: DRrQaa00h Created By: bbillings

: = | Save Changes | [ Delete Phone
2. Edit required information.
. Save Changes
3. Click -
You are returned to the Phones page.
Tip: To remove the phone number entered, click Delete Phone |
Navigation Bar Use this expanded navigation bar illustration to direct you

through adding and updating information.

» Face Sheet [ 2

» Client Summary |

w Referrals wAddresses [ ]
» Relations » Phones
» InsSurance » Email Adidresses
» Consents » Alternate Hames
w Cultural Background [ 3
» Languages
» Employment
» Household Characteristics
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Adding
Cultural
Background
information

To add Cultural Background Information.

1.

Select Demographics from the navigation bar.

Manage Demographics navigation bar appears, with the
Cultural Background page as the default.

Click Add Cultural Background Information link.

Wangenenegepnesl Client #12150 : John Smith

Cultural Background b
Languages There is Ne Cultural Background Record Found Add aund Inf ati

+ Employmant
Household
Charactenistice

Add Cultural Background page appears.

Enter required information.

Click Save Hew Cultural Background

The Update Cultural Background page appears with the
newly entered information.
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Updating Current Location: Client> Client Search > Face Sheer> Cultural Background

(Manae Bamoprspiies | Client #11982 : Edward A. Torres

Cultural Cultural Background b
Background ‘E;?T::%:m | Update Cultural Background

i hsusshstd Are you Spanish

.

Informatlon [characteristics Hispanie’ Latino?

| s If yes, then select

fram the fellowing | PUermo Rican
list:

Wes (5 Ho

“What is your race? Mative

Select one of more, American Blacker Hawalian
Indian Alas [] Asian | african [ orother []
Hative American Pacific
Islander
White =)
Retused [ ] unknown [ other
Country of Birth: | Select Below a2

Ars you a U5,

Select Below ¥
Citizen?

In what language do
you prefer to read of | Engusn -
diseuss haalth
related materials?

Comments:
Date Created: 087282006 04.08.12 PM Created By: bbillings
Date Changed: Changed By:

|__save changes |

To Update Cultural Background Information:

1. Edit required information.

Save Changes

2. Click

A message displays, “Cultural Background Updated
Successfully”.

Note: You cannot delete Cultural Background Information.
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Adding To add Languages:
Languages « Gultural Background
| Languages » Language
- Hotmahold g R

[Characteristics

No Languages found please add Language

1. Select Languages on the navigation bar.

The Add Language page appears.

Manage Bsmogeaphies | Client #11982 : Edward A. Torres
1B

kground |

~» Add Language

| ‘Language: |English ~

Praterred Language for
Discussion of Health English
Issues:

Proficiency: |Seiect Below ~

2. Enter the required information.

3 Click Save New Language

The Language page reappears with the newly entered
information.
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Adding To add Household Characteristics:
Household . . .
L. 1. Select Household Characteristics from the navigation
Characteristics
bar.
The Household Characteristics page appears.
2. Click L_Add Household Characteristics |
The Add Household Characteristics page appears.
Minsge Bemogephies | Client #11982 . Edward A, Torres
+ Cultural Background
:;Lm;uauu : | Add Household Characteristics
""_ Kﬂll’,?n”l’l_?!-—h. 'deoﬂ'lﬂ Dare: DEIE7006 %
Characteristics Number of Children Living
‘Humber of Adults: 1 in Household: 1
Note: Children Should Be
Undar 1%
‘Family Income: | 250000 income Frequency:  Monlhiy bt
‘Source of [ENRENTEIEN ~
e Racatved i) g
Other - ” T
Marital R@Inlln?’;t:f: ey m— e
Comments:
3. Enter required information.
4 Save New Household Characteristics
The Household Characteristics page reappears with newly
entered information.
[FERseEeReasrne Client #11982 : Edward A. Torres
%ﬁmﬂ& Household Characteristics
|uEmployment | [ESpSeR NS Household FamilySite  Annualincome  Marital Relationship Status
-:II::I:;::T:::: > Q802612006 2 $30,000.00_|Never Married
|Display 1 te 1 of 1 |
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Adding To add Insurance information:
Insuranc? 1. Select Insurance from the navigation bar.
Information

The Insurance page appears.

Insurance

Ho Insurance Infermation found. Please add Insurance

2. Click add Insurance link.

The Add Insurance page appears.

| Add Insurance

‘manrance Type: |Medcald -I Primary nsamanee: -

inaurance Poliey Humbee [ | innanee Grouptmbers [
Efective ions: [olnaood umestive Yo [ [

Commens:

3. Enter required information.

4 Save Hew Insurance

Editing To edit Insurance information:
Insuranc? 1. Select Insurance from the navigation bar.
Information

The Insurance page appears.

Client #11982 : Edward A. Torres

Insurance
‘Insuranl:e Hame Insurance Type
|ther Medicaicl o |

|Display 1to1of 1|

Add Insurance |

2. Click the Insurance Name link.

The Edit Insurance page appears.

3. [Edit required information.

Save Changes

4. Click

The Insurance page reappears with the newly entered
information.
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What is a A Consent in EIM/ESM differs from the “Consent to Serve” or
Consent? “Consent to Share Data” that are used for SBHC.
In EIM/ESM a consent allows you to share client demographic or
service information with another provider.
Important: Therefore, these consents are used to solely facilitate
client referrals.
Adding To add a Consent:
Consents 1. Select the Consents from the navigation bar.
The Add Consent page appears.
Client #11982 ; Edward A. Torres
Add Consent
Congenting ferson fir st lame: neeniig Pervon LastHamve: [
T Comvam Type: |[Cotoatvoos 3]
| =
| tectve Frome 0[] et [ [
=
Sarur ew Comserd |
2. Enter required information.
3. Click LSave llew Consent |
The Consents page reappears with the newly entered data.
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Updating To update a Consent:
Consents 1. Select Consents from the navigation bar.
The Consents page appears.

2. Click the Consenting Person link.

The Update Consent page appears.

[1anage ciient Client #11982 : Edward A. Torres
s Face Shee
e | Update Consent
!--—" CUI\LP!![IIIU Person First Ertward Cullf,entlnu Person Last Torres
HNama: Hama:
Ceonsenting Person: | Seff hed ‘Consent Type: | Defaultvalue »
"' Consent Procedure.
E“:.’,:I::,:,w Asseszmant | Effective From: |DB/28/2006 Effective To it
+ Enroliments Comments:
+ Walvers |
+ Services
Date Created: OAZE2006 04 05 36 PM Craated By: bbilings
Date Changed Changed By:
[ Associate Service Plan | [ Add Organization Link | Save Changes
Associated Organizations
L "
.J:'f—lu—u—ﬂ |oerze00e |vves
loller 082872006 No
3. Edit required information.
4. Click [Save Changes |
Adding and When the system is unable to determine eligibility because of
Updating Client missing information, it provides links to forms where information
Information can be entered.

Often, incoming clients do not present with all information needed
for eligibility determination and enrollment.

If required information (demographic data collection) is missing, the
system notifies the provider and supplies links to screens where the
required information can be entered. Once the information is entered,
the provider screens for eligibility again.

Eligibility Results

More intake information is needed to determine eligibility for this
person in the selected program. The following information is required:
Add Insurance
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Editing Client Information can also be added and edited from the Face Sheet.

Information .o . .
When the Face Sheet is displayed, the navigation bar provides
From the Face . . . . .
categories that link to forms where information can be edited.
Sheet
Manage Client
» Face Sheet 3
» Client Summary
» Personal Info
» Referrals
» Relations
» Insurance
» Consents
Note: Personal Information and Referrals lead to sub-menus.
When you click a category on the navigation bar, a form appears.
When you select Personal Info, you can access demographic and
household information.
Manage Client Client #11982 : Edward A. Torres
» Client Summary
Primary Address:
u Refer_rals Primary Phone
» Relations Number:
s
”,Si,n,gle Activity ‘First Name: |Edward Middle Name: |A ‘Last Name: | Torres
f:lg:?glrér:iqusessmenr Suffix: | Select Below v Highes:lGraf:e |SE|EEIEE|UW V|
» Enrolliments ear(s
» Waivers - ‘Date of Birth: Age: ;Agn\m(thts()%zDay(s) ‘Gender: || M-Male ~
» Services
‘Suciall"l:;cb\:'ri:'y Refused D Unknown D
Date Created: gi’gg%g%ﬁm Created By: bbillings
Date Changed: Changed By:
[ Save Changes ][ Delete Client
Add information, and click =~ Save Changes [
Tip: Click Face Sheet in breadcrumbs or on the navigation bar to
return to the Face Sheet page, where you can screen for eligibility or
edit other information.
Current Location: Client > Client Search
Manage Client
» CHENTSImmany [
EEETER AT | Primyary Address: 101 Main Strest Boston bs 0215
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Editing Client In ESM, an applicant may have multiple addresses, phone number,
Information types of insurance, referrals, relations etc. on record. Use the
From the Face  following process to add an information set:
Sheet . .
1. Select the information category.
2. Click Add (Item) (item may be insurance, address, referral,
etc.)
Manage Client
» Face Sheet
» Client Summary Insurance
» Personal Info Ho Insurance Information found. Plen
» Referrals
» Relations
< ¥ III‘Q»I.II-II'I(:f.L b
» Consents |
3. Complete required fields on page.
Note: Required fields are marked with a red asterisk.
4. Click Save (Item). (item may be insurance, address, referral,
etc.)
Z‘::e:ls‘:::nnly Add Insurance
oune: > insurance Policy umbers | Insurance Group Number: [ |
“Efective From: [0328/2008] [ Etective To: [ | B
» Enroliments Comments: ;I
» Services. >
S —
Tip: Click Face Sheet in breadcrumbs or on the navigation bar to
return to the applicant’s Face Sheet.
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Module 8: Enrolling a Client into a Program starts with
Eligibility

Eligibility Before enrolling, the client must be determined eligible for the
Overview selected activity.

During this process, ESM compares the client’s data to the eligibility
rules of the activity and makes a determination.

Currently, you must use the Single Activity Eligibility feature to
screen for one program at a time. In future releases, a feature will be
added that allows providers to screen for multiple programs at once.

Manage Client

w Face Sheet |
» Client Sumimanry

» Personal Info

» Referrals
» Relations
» Insurance
» Consents You can begin the screening
i ivi process by selecting
» Eligibility Assessment 'h Single Activity Eligibility
» Enroliments from the navigation bar.
» Waivers
» Services
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Single Activity = Note: Enrolling a client starts with eligibility and occurs after you
Eligibility add a client.

To access the Single Activity Eligibility page:
1. Access the applicant’s Face Sheet.

2. Click the Single Activity Eligibility link in the navigation bar.
The Single Activity Eligibility page appears.

Manage Client Client #11982 : Edward A. Torres
» Face Sheet
» Client Summary Single Activity Eligibility
» Persanal Info
» Referrals
— = Accounts for PCs MM1_3066 and
» Relations WMM3_3066 = Services included in
» Insurance Flexible Individual and Farnily
o Supports are community-hased,
— highly individualized interventions
» Single Activity » which are intended to prevent out-of-
Eligibility home placement, sustain the
=1 child/adalescent in his/her farily's
natural environment, and assist the
» Enroliments child/adolescent in integration into the
» Waivers community. These services, which
— may be provided by a multiplicity of
2 ECRITECE sources, offer supports that are not

O |[INDMIDUAL SUPPORT(BLANKET)  |Activity avallable through nther Dk

programs or community resources to
promote the achievement of identified
treatment goals. Al Flexible Support
programs have designated staff who
are responsible for the development
and monitoring of the child's Program
Specific Treatment Plan and
coordination Interagency Team
activities, including arrangement for
services approved by an Interagency
Team, is also included within this
code

Comrmunity and School Support is an
indirect service which provides
consultation and assistance to the
community to enable it to be
stpportive, capable and willing to
deal with seriously emotionally
disturbed children and adolescents
and their families. In addition, this

"_- COMMUNITY & S5CH THER SRPT Artivity code includes the DWH Parent
Suppoart Pragram and also the parent
pariners and the individualized
supports provided as part of the joint
Department of Mental
Health/Department of Social Services
Collaborative Assessment Program
(CAP)
@ |School Based Health Centers Activity Schoaol Based Health
Select Activity
.. Iy
3. Select Activity Name
4. Click Lselect Activity |
The page expands.
“Contract: |[SBH 9999 |+
5. Select a Contract from the pick list.
6. Click |_Select Contract |
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Single Activity The page expands.
Eligibility Orga::::;gi:_g Test Org Name Change |~ |[  Determine Eligibility |
7. Select Enrolling Organization from the pick list.
8 Click __Determine Eigbilty |
The page reappears with Eligibility Results.
Eligibility Results
This person is eligible for the selected activity.
This person is eligible for 365 days, ending on 09/02/2007.
Note: This is how you determine eligibility for enrollment.
Results of There are three possible results of eligibility screening:
Ehglbll,lty 1. The applicant is determined to be eligible. Click
Screening

Create Enroliment | 1, onroll the applicant.
2. Additional information is needed to make a determination.

3. In this case, the system provides links to forms where
information can be entered. See Adding and Editing Client
Information module for more details. Take note if multiple
links appear for eligibility results. Once, you have selected
one of these links this page will not reappear. Use the left
navigation bar to assess the pages needed to complete missing
information that is required.

Eligibility Results

More intake information is needed to determine eligibility for this person in the
selected program. The following information is required:

Add Insurance Add Cultural Background Add Household Characteristics

New Annual
Enrollment
Process/Re-
Enrollment
Requirements
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Managing the Here’s an example of the left navigation bar expanded showing the
Enrollment links available to manage the enrollment process.

proses [wanage clene

» Face Sheet
» Client Summary

» Personal Info

» Referrals
» Relations

» Insurance

» Consenms

» Single Activity Eligilsility
» Eligibility Assessment
» Enrollments 3 _
»Waivers

» Enrollment [ 3

» Services

» Enrollment Assessment

» Enrollment Preview

» Enrollment Update

» Disenrollment Assessment

» Disenrollment Preview

» Dizenrollment Update
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Create Note: The applicant must be screened through the Single Activity
Enrollment Eligibility process before he or she can be enrolled.

Tip: You can add an enrollment from the Single Activity Eligibility
page or select Enrollment from the navigation bar.

1. Access the Single Activity Eligibility page and determine
eligibility.

2. Click Create Enrollment | )

The Create Enrollment page appears.

Create Enrollment

‘*Enroll Per iotlC E
Start Date?

Comments: ;I

=

< Calculate Timeframe h

3. Enter Enrollment Period Start Date. This date must be
within the last 120 days.

4. Click Calculate Timeframe I

The Enrollment Confirmation block appears.

5. Enter a medical record number (optional)

6. Click Confirm Enrollment |

The Update Enrollment page appears with a message,
“Enrollment Added Successfully!!!”

Optional: Add comments and click =~ Save Changes [

To update the Enrollment, edit required information and click

Save Changes |
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Accessing the Tip: This is a useful way to access and verify enrollment.
Enrollments . .
To view enrollments:
Page
1. Access the Face Sheet page.
2. Click the Enrollments link in the navigation bar.
The Enrollments page appears.
Client #11982 : Edward A. Torres
Enroliments
Enrollment ID ActivityCode Activity Name Status Start Date End Date
B20 3422 School Baced Health active DB/28/2006 DB/27/2007
Note: A client may have multiple enrollments for a program, but
only one can be active.
The Enrollment The enrollment assessment asks additional questions that are
Assessment applicant-specific. You must complete the assessment to complete
the enrollment process.
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C . To complete an enrollment assessment:
ompleting an

Enrollment 1. From the Update Enrollment page, select Enrollment
Assessment Assessment in the navigation bar.

The Enrollment Assessment page appears.

Manage Enroliment
» Enrollment |
» Enrollment >
Assessment

» Enrellment Preview

» Enrellment Update

» Disenrollment
Assessment

» Disenrollment Preview
» Disenrollment Update

Client #11982 : Edward A. Torres

Enrollment Assessments

Is a Consent Form on file?
® es
ONo

Mext page

| 0% complete

2. Enter required field information.
3. Click (Next page |

Additional enrollment assessment questions appear.

Current Location: Client > Client Search > Face Sheet » Enrollments > Enrollment Assessment

Manage Enroliment Client #11982 : Edward A. Torres
» Enrollment

»Enrellment Assessment P Enrollment Assessments

» Enrollment Preview

» Enrollment Update

» Disenrollment Assessment
» Disenrollment Preview

» Disenrollment Update

A consent form is required for prograrm enrallment.

Frevious page | Mext page

L 33% complete

Fall 2006 R3VI Enterprise Service Management Page 45
Enrolling a Client into a Program starts with Eligibility



Commonwealth of Massachusetts
] Virtual Gateway Executive Office of Health and Human Services

C . 4. Enter required field information.
ompleting an
Enrollment The enrollment assessment is complete.
Assessment .
5 Clickl =ubrmit suweyl
(continued)
The Enrollment Assessment page appears with a message,
“The assessment has been completed successfully.”
Enroliment Assessments
The assessment has been completed successfully.
Notes:
e After the enrollment process is completed, the applicant now
becomes an active client.

e Ifthe assessment is incomplete, the system will require you
to return to the initial assessment page to start from the
beginning.
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Disenrolling a A client is automatically enrolled for a year. During that year,

Client however, the client may drop the program or become ineligible due
to changes in income, insurance, etc. When that happens, the
enrollment should be closed.

To close an enrollment:
1. Access the Enrollments page.
2. Click the link for the enrollment you wish to close.
The Update Enrollment page appears.

Update Enrollment

Enrollment I1D: 621 Enrollment Status: | Closed Activity: Schaol Based
Health Centers
Medical Recou! 242830 [llsenllnm Becarne income inelqinle
Number:
Enrollment Start Date: 08/25/2008 Enroliment End [F5/24/2007 Duration: 365 Days
Date: @

Enrolling Corporation: Provider Billing Crg 5993
Enrolling Facility:

Comments:

Date Created: iﬁh.;lQBfZDDE 104827 Created By: bbillings

Date Changed: Changed By:

Save Changes >

3. Edit the necessary information.
o Mark enrollment status closed.
o Select reason for disenrollment.
o Optional: enter comments.

4. Click Sawve Changes I )
The Update Enrollment page appears.
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Re-enrolling a
Client

To re-enroll a client:

1. Check basic Demographic information (address, phone, etc.)
2. Update Demographic information if necessary
3. Enter Single Eligibility Activity
4. Create Enrollment
5. Enter Enrollment Assessment
Note: When performing steps 3 -5, you are repeating the initial
enrollment process.
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Module 9: Adding Services

To record services, users must be in a specific service plan for a
specific client. To begin recording services, a client’s service plan
must first be found or created if one does not exist.

Note: All services entered will be professional services.

Adding Service  To add a service plan:

Plans .
1. Access the Clients page.
The Client Search page appears.
2. Enter search criteria.
. Search
3 Click LSeareh |
The Search Results appear below the search criteria.
4. Click the Client link.
The Applicant Face Sheet Summary page appears.
5. Click Services from the navigation bar.
The Service Plans page appears.
Service Plans
Service Plan Version: I
Service Coordinator First Name: |
Service Coordinator Last Name: |
Service Plan Org Association: |Se|ect Below ﬂ Service Plan Status: ISe\ect Below =
First Service Delivery Date: @ Effective From Date: I E
Search | Add Plan |
6. Click [AddPlan]
The Add Service Plan page appears.
Add Service Plan
S P o [ e =
‘Effective From: |[09/27/2006 E Effective To: E
Comments: ;I
=
Save New Service Plan |
Note: Search from this page to determine whether a service
plans exists for the client.
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Adding Service 7. Enter plan details, making sure to populate all required fields.
Plans
(continued) Notes:

e The Effective From and Effective To date fields are
very important. The system verifies that all tasks, services or
notes associated with the service plan fall within the effective
dates.

e The system does not allow two active service plans of the
same type to exist for an individual client.

8. Click [ Save Hew Service Plan |

The Service Plan Summary page appears.

Tip: If a plan was created in error, it can be deleted from this page
(assuming all plan contents have been deleted or have an Error
status).

Service Delivery  There are several key activities that typically comprise entering
Data Tips: service records:

ACRU 1. Add professional service

2. Complete appropriate assessment, as required
3. Report results or diagnosis
4

Update service status

A service plan is now prepared to be billed.

Note: Not all professional services will require screening
assessments, results, and/or final diagnoses.

Adding To add a professional service:
Prof(.asswnal 1. Access the Service Plan Summary page.
Services
2. Select Services from the navigation bar.
The Service Plan Calendar page appears.
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» Service Plan Calendar P
» Service Plan Summary Service Plan [D:  #523 Version 1 Effective From: | 08/29/2006 Effective To:

e August 2006
Month: |August * -
Retrieve

Manage Service Plan

Add Plan Note

Add

Add Planned Service
Add Standard Task

Add Task From Template
Add Milestane

Add Professional Service
Add Institutional Serice
Add Resource

» Assigned Resources
» Cases

» Services

» Service Plans

» Final Diagnoses
» Service Plan
[Assessments

» Add New Service Plan

» Autharization Requests

Add Case
3. Select Services from the navigation bar.
The Service Search page appears.
» Service Plan Calendar
» Service Plan Summary Service Plan ID: 523 Effective From: 08/29/2008 Effective To:
» Plan Notes
mlEsks Service Search

» Assigned Resources

» Cases Service Code: | Select Below A Diagnosis Description:

» Services » . .
_— Service From: Service To:

» Final Diagnoses E E

' Service Plan Status: | Select Below

|Assessments Search

Search Results

Service Code Senvice Date Senvice Type Status
784.0 - HEADACHE
05014 08/23/2005 nrofessional 787.00- MAUSEA  |Pravider Billing Org |
ALONE 9999
MEH 6262005 profassional Provider Biling Org—|p, g
9999
CRRA 06/25/2008 professional Provider Biling Org |, g
9999
| Display 1t0 3 of 3|
Add Professional Service Add Institutional Service
4. Click I Add Professional Service I
. 1C
.
The Add Service page appears.
» Service Plan Calendar
» Service Plan Summary Service Plan ID: 523 Effective From: 08/29/2006 Effective To:
» Plan Notes
ek Add Professional Service
» Assigned Resources
» Cases *Service Code: |5921D Rernove impacted ear wax = Select Service Code
» Services »
» Final Diagnoses
» Service Plan * Rendering Provider: | Pravider Billing Org 9993 ~ Select Provider
[Assessments

cian [Select Below ¥] Taxonomy Code [Select Below 7]
Labaoratory/Facility: ,W

‘Facility Code: [11 Ofice =]

‘Sewvice Date: [ | [

“Units:

Rendering Cl

|

“Unit Type: Minutes

Save New Se

Tip: The Add Professional Service link may also be accessed from the
Service Plan Calendar view.

5. Select a Service Code.
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Additional data entry fields appear.
6. Select a Rendering Provider.
Additional data fields appear.
7. Enter service details, making sure to populate all required
fields. Marked with red asterisk.
8. Click | Save Hew Service I
The Service Summary page appears with a message stating
that the record has been successfully saved.
Adding a To add a diagnosis:
Diagnosis 1. Access the Service Summary page.
2 Click [ Adid Diagnosis ]
The Diagnosis Search page appears.
3. Enter Description in textbox.
Tip: If your search results do not generate the expected results, use a
% before key words.
4. Click LSe2eh ],
The search results appear below service search.
5 Click [ Save Diagnosis ]
The Service Summary page appears with the Diagnosis Code
displaying.
6. Update Status to Reported.
7. Click [ Save Changes ]
The record has been saved .
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A Screening Assessment may be completed in conjunction with
adding a Professional Service. If the assessment is incomplete, the
system will require you to return to the initial assessment page to
start from the beginning.

Completing a
Screening
Assessment

To complete a screening assessment:
1. Access the Service Summary page.

2. Select Screening Assessment in the navigation bar.

The Screening Assessment page appears.

3. Select Assessment Name.
4. Click [ Complete Assessment |

An additional Screening Assessment page appears.

5. Click [Mext page]

A Screening Assessment page appears stating the assessment is
complete.

6. Click [BUEmsumey]

The Assessments page appears with a message, “the assessment
has been completed successfully”.

Recording To record a service plan assessment:
Service Results 1. Access the Service Plan Calendar page.
2. Select Service Plan Assessments from the navigation bar.

The Service Plan Assessment page appears.

Service Plan Assessments

|® |SEM:EF’\an |

[ Reviewa nt | [ Complete A ]

[ Complete Assessment ]

3.

The Service Plan Assessment form appears.
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Recording Service Plan Assessments

Service Results

(continued) Service plan coordinator:

Confidential Visit?

O ves ONa

Height (inches):

Weight {Ibs):

BMI (Weight in pounds/Height in inches X 703) =
BEMI Percentile:

Lab Tests/Orders

SELECT APPROPRIATE
RESULT FOR EACH
ORDERED LABTEST
Normal Abnormal Inw.‘“d
Specimen
80048 ??
Basic
metabolic © o ©
panel

4. Complete assessment.

5. Click [LSubmit ]

The Service Plan Assessment page reappears with the
assessment completed successfully.

Updating Status For SBHC update status to Reported.
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Module 10: Managing Service Plans

Managing Authorized users can maintain resources for a client’s service plan.
Service Plans: The resources assigned to the client’s cycle of care can then be
Assigned referenced as part of a particular task, appointment or scheduled
Resources procedure.

To add an assigned resource:
1. Access the Service Plan Calendar page.

2. Click Assigned Resources on the navigation bar.
The Assigned Resources page appears.

3. Click Add Resource link.
The Add Assigned Resource page appears.

Add Assignhed Resource
Last Name: | Bilings First Name:
Specific Suborganization: | Select Below |v
Staff Group: | Select Below |+
Staff Type: | Select Below bl
Search Results
@ chris billings Provider Billing Crg 3599 Active
(/] ann hillings Provider Billing Crg 9999 Active
[ ] Eob Bilings Provider Billing Crg 9999 Active
Service Coordinator | []
[ Save New Assigned Resource ]
Note: A resource search may be conducted based on the
resource’s last name, specific sub-organization, and staff
group or staff type.
4. Select the desired resource in the Search Results.
5. Select the Service Coordinator check box to identify the
resource as a Service Coordinator, if desired.
6. Click [ Save Hew Assigned Resource |
The Assigned Resources page appears with the new resource.
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Module 11: Reporting

Introduction Typically, reports are generated by an authorized user who chooses
report content and format as part of submitting a reporting request.

Key Terms The following terms will help in understanding how reports function:

e Service Management Reports:
Reports related to ESM functionality

e Financial Management Reports:
Reports related to EIM functionality

e Report Selection Criteria:
Parameters/filters a provider enters when requesting a report

e Report Output Format:
Reports can be created as Excel, PDF, or HTML files

e Report Frequency:
Reports in EIM/ESM are scheduled on-demand

Accessing the To access the reporting feature of EIM/ESM: Access the Reports

Reporting module. A list of Financial and Service Management reports
Feature appears.
N
[ome | Cllens | Case Nanagement | Authorizations | iiiing | Coracs | Crederiats | Adminisia, n | Raport] ' o

Current Location: Reports> Reports

Reports ReportS
» Report »

ESM Reports EIM Reports
Client Extract Cost Reimburserment Invoice Report
Client Enrollment Status Cost Reimbursement e Analysis
Clients With Abnormal Results Activity PRC Details by Service Code
Client Incomplete Data Activity PRC Details by Serice Cateqor
Client Incornplete Data Activity PRC Details by Claim
Fund Allocations By Service And Age Category Claim Surmary Report by PRC
Pap Rescreening Dates Senvices Mot Associated With 2 Claim or Have an Error
WWHIN National Breast and Cervical Cancer Earl Rermittance Report By Service Code
Detection Program WMOE Bemitiance Report By Bed Days
WYHN WMDE Audit Repart Payment Detail Repart By Senice Code
Common Intake Applicant Report Payment Detail Report By Bed Days
Client History - BCC Payment Status Detail Report By Bed Days
Client History - HDEPP Commodity Based Payment Request
PRC Payment Status Report Sub 1 Versus Paid

Senice Delivery Report

wendar Warksheet For Program Budget Amendment
Contract Amendment History

Activity Client and Claim ltern Counts by hionth
Funding Status Detail Report - Service Code

Note: Access to reports is based on user security roles.
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Reports The table below lists the reports available in ESM.
Catalog
Report Name Purpose

Client Extract Report Provides a list of demographic data elements regarding
clients that are scheduled for follow-up

Services Not Associated Provides a list of all services that are in draft or ready

With a Claim or Have an state that have not been associated with a claim or

Error services that have been rejected

Enrollment Status Report Provides a list of clients enrolled within some specified
timeframe

Clients with Abnormal Identifies clients with abnormal test results that require

Results monitoring or follow-up

Activity Client and Claim Provides a monthly count of clients currently enrolled

Item Counts by Month and the number of claims and claim items submitted on
behalf of those clients
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Entering Criteria selection tailors report results. By entering criteria, a user can
Report Criteria  determine the details and grouping of the report data. Criteria include
dates, programs, locations, and contract numbers.

To enter criteria and run a report:

1. Access the Reports module.
A list of Financial and Service Management reports appear.

2. Click the name of the individual report link.
A Report Criteria page appears.
Note: The Report Criteria page will differ depending upon
the specific report being requested.

3. Enter criteria.
Important: Report criteria is not printed on the report or
preserved in the system. Users may find it helpful to record
criteria manually.

4. Select Report Format.

5. Click —funReport |
A file is generated that users may save for later viewing.

Tip: Click to clear out report criteria entered.
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=
e —
Enrollment
Status Report -
Client Enroliment Status Report
‘Report Format: ppf (* Exeel O ‘Date Type: lm
‘Period Start Date: IW @ *Period End Date: IW @
"Activity : |Salac‘t Belowe ;I
Organization Type: W Select Organization |
Services Received? lm
Federally Paid Service ? lm
e teeare sart & 4
Disenrollment Reason: |Acouired insurance
Administrativeon-compliance
Azzessment Only LI
Run Report Clear |
Trouble -
Shootin : -
g Problem Possible solutions
Why am I not getting e Double-check that criteria filters are
the results I expected? correct
e Consider user security
Why doesn’t this match | e Double-check that criteria filters are
my legacy reports? correct
Why Can’t I run the e EIM/ESM Application is able to run
Personnel Summary this report only when the Internet
Report (PSR)? Explorer Pop-up blocker has been
turned off.
Note: Based on an organization’s management, different results will
display.
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